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If you have a problem that 
you would like us to talk about 
in a future issue, please write to 
Microsoft Communique Tips & 
Techniques, PO Box 91, North 
RydeNSW2l 13. 

In this Issue 

1 Finding missing files 

2 ‘Wrap to window’ in 
Word 6 

Ageing your invoices in 
Excel 95 

4 Saving preview pictures 
of Word templates 

5 Exchange tip 

6 Learning Word 95 
shortcuts 

Animating your 
Organisation Chart 

Internet Explorer 

7 Inserting dates into 
Word 95 documents 

8 Creating sheet 
templates in Excel 95 



Finding 

missingfiles 

Windows 95 contains a power¬ 
ful Find tool which you can use 
to locate missing files. If you’re 
the forgetful type who can’t 
remember in which folder you 
saved a file, or you know what 
it was about but not what it was 
called, then Find could be just 
the thing you need. 

So long as you can remem¬ 
ber at least one or two words 
that are included in the file 
you’ll be able to find it. 

To use the Find tool to 
search for a piece of text in a 
file that’s stored on your hard 
drive, do the following: 

1 Click on the Start button. 

2 Choose Find. 

3 Choose Files or Folders. 

The Find tool looks some¬ 
thing like the window in Figure 
1, although in the ‘Look in’ box 
the name of the drive that’s 
selected by default will be 



FIGURE I 

4 If you know that the file is 
saved in a particular folder or in 
a subfolder of a known folder, 
click on Browse, then locate 
and click on the folder. Choose 
OK to select it 

Provided you leave the 
Include Subfolders box 
checked, the search will 
include the folder you have 


selected plus any other folders 
located within that folder. 

In the example in Figure 2, 
you can see what the Find 
window looks like after 
selecting the My Documents 
folder. 



FIGURE 2 


(If you don’t know a folder’s 
name but you know it’s on your 
local hard drive, don’t change 
what is displayed by default in 
‘Look in’.) 

5 Click on the Advanced tab. 

6 If you know which application 
you used to create the file 
you’re looking for, click on the 
arrow next to ‘Of type’ and then 
select the application that you 
used. 

(This list shows all 
applications that are registered 
in the Windows 95 Registry.) 

7 Click on Containing Text, then 
type the text that you are 
looking for. 

8 Choose Find Now. 

The folder you selected, and 
any subfolders, are searched. 
After a few moments, all the 
files of the specified type will be 
displayed. 

9 If there are many files, to make 
it easier to read them click on 
the Maximize button (the 
middle one in the group of three 
on the right side of the title bar). 

The files are listed in the 
order in which Find locates 
them (in folder order). The 
information displayed about 
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each file includes its name, 
location (In Folder), size, file 
type and the date on which it 
was last modified. If you want 
to change the order you can. 

10 For example, to display the files 
in date order, click on the 
Modified column title. 

It should now re-order the 
files starting from the newest. If 
you want the list to start from 
the oldest, click on Modified 
again to swap the order. 

11 When you see the file you want, 
double-click on it to open it. 


‘Wrap to 
umdow’in 
Word 6 

There are times, especially if 
you are working with more 
than one application at a 
time, when you need to have 
the Word window reduced to 
a narrower width than the 
area between the left and 
right margins. 

If you do that with Word’s 
default settings, you will not 
be able to see all the text 
across some lines. You can 
solve that problem by using 
the Wrap to Window setting. 

To turn the Wrap to 
Window setting on: 

1 From the Tools menu, choose 
Options. 

2 Choose the View tab, then 
select Wrap to Window. 

3 Choose OK. 

Repeat the procedure to 
turn it off. 

Usually, it’s best not to 
use this option because you 
won’t be able to see where 
the words in your printed 
documents will wrap, but at 
times it can be very handy. 


Ageing your invokes in 
Excel 95 


If you run a small business, you 
know that cash flow is one of 
the most important things to 
keep your eye on. You have to 
know how much you have in¬ 
voiced, when you can expect 
payment, and whether someone 
is being tardy about paying. 

This tutorial has been 
designed to show you how you 
can begin to build a basic 
invoice tracking system that will 
automatically flag those 
invoices that are more than 30, 

60 and 90 days outstanding. 

It also shows you how to 
generate totals for each of the 
columns of figures and exclude 
those invoices from the totals if 
they have been marked as paid. 

Up: These steps will also work in Excel 5, but 
with minor differences in some dialog boxes. 


Date and in the Type column 
choose the ‘4-Mar-95’ format. 

The dialog box should look 
like Figure 2: 



FIGURE 2 
4 Choose OK 
6 Now click in any cell in the 
range A1 to HI, then from the 
Data menu choose Form. 

This message is displayed: 
No headers detected. Assume 
top row of selection is header 
row? 


GETTING STARTED 

First you are going to create a 
database with two records to 
test the formulas that you are 
going to devise. 

1 Across the first row, starting at 
Al, type the headings shown in 
Figure 1. 

The Client column is to hold 
the names of the firms you are 
invoicing. The Date column 
contains the dates on the in¬ 
voices and the Total column 
shows the total amount on each 
invoice. The last three columns 
will display the amounts that 
are more than 30,60 and 90 
days from the invoice dates. 

You are now going to 
format some of the cells. 

2 Click in C2, then from the 
Format menu choose Cells. 

3 In the Category column choose 

Client Invoice No. Date 


6 Choose OK 

A form is displayed that 
allows you to enter data This is 



[Figure 3: 


FIGURE 3 

To enter data on this form, 
you move from field to field by 
pressing the tab key. You move 
to the next record by clicking 
on the New button or by 
pressing enter. 

7 Now type in the data shown in 
Total Paid Thirty Sixty Ninety 


FIGURE 




























nvoice No.: 
Date: 


Figure 4: 

XYZ Holdings 
14667 
2/10/96 
I: 4500.50 

FIGURE 4 

8 Choose Close. 

You are now ready to enter 
the formulas that will 


ABD Enterprises 
14669: 

1/11/96 

7500 


mat of the money columns, so 
highlight the two amounts in the 
Total column, then from the 
Format menu choose Cells. 
Click on Number, then choose 
1,234.10, then choose OK 
9 Highlight each of the other 
‘money’ cells (F2:H3), then 


ENTERING THE 
FORMULAS 

You are now going to enter 
some formulas that will 
automatically check the date on 
which an invoice was created 
and then copy the amount of the 
invoice to the appropriate 
column if it is more than 30 
days, 60 days or 90 days past the 
invoiced date. 

1 Click in F2, then enter the 
following formula: 

<IF( (NOW()-$C2)>30,IF( (NCW() -$C2)<60, $D2, ) ,) 


FIGURE 5 

2 Press enter. 

3 Click in the cell again, then drag 
the fill handle to H2. 

You have now copied the 
formula to the other two cells. 
The problem is that the 
formulas only refer to 30-day 
ageing. You will need to change 
them, but this is a lot easier than 
typing them in again! 

4 Click in G2. In the Formula Bar 
change the 30 to 60, and the 60 
to 90, then press enter. 

6 Click in H2, then change the 
formula so that it reads: 

=IF((NOW()-$C2)>90,$D2,) 
FIGURE 6 

6 Press enter. 

7 Now highlight from F2 to H2 
and drag the fill handle down 
one row. 

This has copied each of the 
formulas into the next row. 

Notice that the three col¬ 
umns now reflect the ageing of 
the invoices. 

8 We’re going to change the for- 


Remember that you can press 
F4 to repeat the last format. 

ADDING MORE DATA 

1 Click anywhere in the range A1 
to H2 to cancel the selection, 
then from the Data menu 
choose Form. 

Notice this time that you 
cannot enter data into the last 
three fields. This is because 
Excel has detected that they 
have formulas in them. 

2 Click on New, then add the data 
shown in Figure 7. 

3 Choose Close on the form. 

Notice now that the ageing 
is showing for the new data 
even though you have not 
copied the formulas down the 
columns. It is being handled 
automatically by the form. 

There is a problem with the 
current setup. Because you are 
not indicating whether the in¬ 
voice has been paid or not, the 
only thing to do is to delete the 
invoice once it has been paid. 
But you might want to report 
on, say, the invoicing for each 
month to help you work out 
your cash flow. 

You are now going to use 
the Paid column. If an invoice 
has been paid you are going to 
enter the word Paid in the 
column. This means that you 
have to adjust the formulas so 
that when the invoice is paid it 
disappears from the ageing 
column. 


ADJUSTING THE 
FORMULAS 

1 Click in F2 and change the 
formula so that it is exactly the 
same as this: 

=IF($E2<>"Paid", IF ((NOWO- 

$C2)>30,IF((NOW()-$C2)<60,$D2,),),) 

FIGURE 8 

2 Press enter. 

3 Click in G2 and change the 
formula to look like this: 

—IF($E2<>"Paid",IF((NOW()- 
$C2)>60,IF((NOW()-$C2)<90,$D2,),),) 
FIGURE 9 

4 Press enter. 

5 Change H2 so that its formula 
looks like this: 

=IF($E2<>"Paid",IF((NOW()- 
$C2)>90,$D2,),) 

FIGURE 10 

6 Press enter. 

7 Highlight from F2 to H2, then 
drag the Fill Handle down to H5. 

8 Click in E2 and type Paid 

The value disappears from 
the ageing column since it has 
been paid and you don’t want it 
reflected in your ageing reports. 

CREATING A CRITERIA 
RANGE 

Next you will create some totals 
showing how much you have 
invoiced and how much is out¬ 
standing in each category. Un¬ 
fortunately, you can’t put totals 
at the bottom of the column 
because you need to be able to 
add more data to your database. 

The device you will use to 
do this is by creating a criteria 
range. This will select those 
records where the invoice hasn’t 
been paid. 

1 Click in Ml and type Paid then 
press ENTER. 

2 Click in M2, then type oPaid 


Client: 
Invoice No.: 


XYZ Holdings 
14670 
21/11/96 
3750.80 
FIGURE 7 


ACME Limited 
14671 
1/12/96 
5500 


3 Highlight from Ml to M2. 

4 Click in the Name box, type 
Criteria then press enter. 

You have now defined a 
Criteria range which will check 
CONTINUED ON PAGE 4 
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the Paid column to see if the 
invoice has been paid and if so, 
will cause that figure to be 
excluded from the totals. 

USING DATABASE 
FORMULAS 

There are several functions for 
returning statistics on the values 
in a database. You will use the 
DSUM function to display the 
sum of each of the money 
columns in the database. 

First, however, you need to 
define the database range. 

1 Highlight from A1 to H5, then 
click in the Name box and type 
Database. Press enter. 

2 Click in J4, then type Total 
Outstanding. Press enter. 

3 Click in K4, then type the 
following formula: 

=DSUM(Database,"Total",Criteria) 

FIGURE I I 

4 Press enter. 

The DSUM function has 
three parameters. The first re¬ 
fers to the data in the database. 
The second tells the function 
which column to add (the 
figures in the Total column). 

The third tells the function 
where the Criteria range is. 

5 Click in J5, then type >30 
days. Press enter. 

6 Click in K5, then type: 

=DSUM(Database,"Thirty",Criteria) 

FIGURE 12 

7 Press enter. 

8 Click in J6, then type >60 
days. Press enter. 

9 Click in K6, then type: 

=DSUM(Database,"Sixty",Criteria) 

FIGURE 13 

10 Press enter. 

11 Click in J7. Type >90 days. 
Press enter. 

12 Click in K7, then type: 
=DSUM(Database,"Ninety",Criteria) 

FIGURE 14 

13 Press enter. 

Now you have the sum of 
each of the columns displayed! 


Saving preview pictures of 


If sometimes you create docu¬ 
ments based on your own tem¬ 
plates, and at other times create 
documents based on the 
templates supplied with Word 
95, you may have noticed that 
when you base a document on 
one of Word’s templates you can i 
see a preview of it but when you j 
create one based on your own 
templates you si 
‘Preview not available’. 

If you want to see a preview 
of your template you can ask 
Word to show the preview each 
time you select the template. 

(If the template has no text 
or graphics, there’s not much 
benefit in seeing a preview.) 

Try the following steps first, 
to see what happens when you 
create a new document using 
the File New command. 

1 From the File menu, choose 
New. 

2 Choose Letters and Faxes. 

Provided Word’s templates 
are installed, you’ll see a dialog 
box that looks similar to this: 





Sill 

pTsglafi • | 


F le °S Laf’dM 


., 


f jl g Jk ja 


% rZ 


1 § w,z 





, document C lemplate 

CD -2=0 


FIGURE I 

(If you have your Explorer 
View Options set to hide MS- 
DOS extensions for registered 
file types, you won’t see the .dot 
extension after each name.) 

3 Click on Professional Fax. 

The dialog box changes to 
look like Figure 2. 

You can now see a preview 
of what a document based on 
this template will look like. 


FIGURE 2 
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CREATING A NEW 
TEMPLATE WITH A 
PREVIEW 

We’re going to create a simple 
template for faxing. However, if 
you have a template you want to 
create, go ahead and create your 
own. If you have an existing 
template for which you want to 
create a preview, open it and 
then follow these instructions, 
starting from step 18. 

1 Choose the General tab. 

2 Click once on Blank Document. 

3 In Create New, choose 
Template. 

The dialog box should look 
like Figure 3. 

4 Choose OK 

5 From the Insert menu, choose 
Picture. 

Unless you’ve told Word 
that your pictures are in another 
folder, you are taken to the 
Clipart folder, which is a sub¬ 
folder of the MsOffice folder. 

6 In the Name box, find the 
picture called Office (or Office, 
wmf) and click once on it The 
dialog box looks like Figure 4. 

(If it’s not there, the clipart 
wasn’t installed or has been 
deleted. In that case, choose 
another picture for this tutorial.) 

7 Choose OK 

The picture is inserted. 

8 Click once on the picture. From 
the Insert menu, choose Frame. 
If you’re in Normal view, you’re 
asked if you want to switch to 
Page Layout view. Choose Yes. 
























Word templates 




FIGURE 4 

9 Now, to position the frame 
accurately, from the Format 
menu choose Frame. 

10 In Horizontal Position choose 
Center, and in Relative To 
choose Page. 

11 In Vertical Position, type 2 cm 
and in Relative To, choose Page. 
Choose OK 

12 Now, from the File menu, 
choose Page Setup (or double¬ 
click on the vertical ruler). 

13 Choose the Margins Tab. 

14 Set the Top margin to 4 cm, and 
the Left and Right margins to 

3.5 cm, then choose OK 

15 Choose a suitable font and size. 
(For example, choose 24 point 
Arial Black if it is installed, or if 
not, choose Arial, make it 24 pt 
and then bold.) 

16 T^pe Fax then press enter. 

17 Reduce the font size to 16 pt, 
then type: 

From the desk of 
followed by your name. 

(If your name is too long to 
fit on one line you may need to 
reduce the Left and Right 


margins or the point size.) 

Now you’ll tell Word to save 
a preview with the template. 

18 From the File menu, choose 
Properties. 

19 Click on Save Preview Picture, 
then choose OK 

20 Choose File, then choose Save. 

21 Type a name for the template (it 
will be located in the General 
tab unless you choose a 
different template folder in 

which to store it). 

22 Choose OK to save it 

23 From the File menu 

choose Close to close it 

TESTING THE 

TEMPLATE 

1 From the File menu choose 

New. 

2 Click on the template name. 

You should see a preview 
that’s similar to this: 



3 Choose OK to create the 
document. 

ADDING A PREVIEW 
TO AN EXISTING 
TEMPLATE 

To add a preview to an existing 
template, just open the template 
using the File Open command. 
Don’t forget to change ‘Files of 
type’ to Document templates. 
Once you’ve located and opened 
the template, choose the File 
Properties command and check 
the Save Preview Picture option. 
When you save the template, a 
preview will be saved. 


Exchange tip 

If you use Microsoft Exchange 
as your mail client, you may 
have noticed that the informa¬ 
tion displayed in the Sent Items 
folder is different from what 
you see in your Inbox. In both 
cases, what you see is what has 
been set up by default, but it 
may not show you exactly what 
you want. 

For example, when you 
select your Inbox you may want 
to see the date on which each 
document was sent (This is 
especially useful if you down¬ 
load your mail from a service 
such as MSN and you don’t 
check it every day. When your 
mail is delivered, by default you 
only see the date on which each 
item was received, not when 
the mail was sent. You don’t 
know how long ago each item 
was actually sent until you 
select each one to read it.) 

To display the dates on 
which messages were sent: 

1 First, start up Exchange and 
select the Inbox. 

2 From the View menu, choose 
Columns. 

The dialog box should look 
like Figure 1. 

The box on the left shows 
the columns you can add. The 
box on the right shows the 
columns that are currently 



In the box on the left side, 
locate the Sent column, then 
click on Add. 

You can now select which 
column position you want this 
information displayed in. Let’s 
say, for example, you want it to 
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appear immediately after 
Subject 

4 Click on Move Down until ‘Sent’ 
appears immediately below 
‘Subject’. 

Given that you are display¬ 
ing the date the message was 
sent, you may decide you can 
dispense with the Received 
column that follows it 

5 Click on the bottom arrow of 
the scroll bar in the ‘Show the 
following columns’ box so that 
you can see the Received 
column. 

By now, the dialog box 
should look similar to this: 



FIGURE 2 

6 Click on Received, then click on 
Remove to delete Received 
from the list of columns. 

7 Choose OK 

Your revised column display 
is now visible. 


LEARNING WORD 95 
SHORTCUTS 


If you like keyboard shortcuts 
but find it hard to remember 
them, here’s one way to be 
regularly reminded of some of 
Word 95’s most common ones. 

1 Right-click on a toolbar, then 
choose Toolbars. 

Or From the View menu, choose 
Toolbars. 

Or If there’s space to the right of 
your toolbars, double-click in it 

2 Choose Show Tooltips and 
With Shortcut Keys, then 
choose OK 

Now when you move over 
a toolbar, if there is a shortcut 
associated with the command 
that a button executes, it will 
be displayed with the tooltip. 
The message may help you to 
remember the shortcut. 


Animating your Organisation Chart 


2 


5 


You can use the Animation 
feature of PowerPoint 95 on 
any object. If you want to build 
an object piece by piece, you 
can ungroup it first and then 
apply the build to its different 
parts. 

Try the following: 

Create a new blank 
presentation and insert a slide 
containing an organisation 
chart. 

Double-click on the chart icon 
to create it. 

Create an Organisation Chart 
that resembles Figure 1. 

From the File menu choose 
Exit and Return to Presentation. 
When you’re asked if you want 
to update the object, choose 
Yes. 



FIGURE I 

This field is used to dictate 
the order in which the objects 
will be built. 

16 Choose OK 

17 Select each of the objects in 
turn and give them a Build 
effect. 

18 Now view your presentation to 
see the effect. 


The object is now placed 
on the current slide and is 
selected. You are going to 
Ungroup it 

6 From the Draw menu choose 
Ungroup. 

You are warned about the 
consequences. 

7 Choose OK 

You can now see dozens of 
selected objects. 

You need to group each of 
the boxes again. 

8 Click somewhere off the 
diagram to deselect the objects. 

9 With the Pointer tool drag 
around the CEO box so that 
each of the objects in it is 
selected. 

10 From the Draw menu choose 
Group. 

11 Repeat this for the other boxes, 
and also group each of the 
lines. 

12 From the Tools menu choose 
Animation Settings. 

13 From the Build Options group 
select Build. 

14 Select All at Once, then from 
the Effects group choose Fly 
From Right. 

15 In the Build this Object group 
you can only select First. 


Internet 

Explorer 

If you have Internet Explorer 
3 and you are not experi¬ 
encing some of the amazing 
animation effects now com¬ 
monplace on the Web, it may 
be because your Java 
compiler is not enabled. 

To do this carry out the 
following steps: 

1 Start Microsoft Internet 
Explorer, then from the View 
menu choose Options. 

The Options dialog is 
displayed. 

2 Click on the Advanced tab. 

3 Ensure that there is a tick 
beside the ‘Enable Java JIT 
compiler’ option, then 
choose OK 

Your browser is now 
capable of handling Java 
applets. 

For more tips on using 
Internet Explorer 3, check 
out Microsoft Internet 
Explorer 3.0 Step by Step, 
published by Microsoft Press. 
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Inserting dates into Word 95 documents 


When you use Word’s Insert 
Date and Time command to 
insert a date into a document : 
as a field, it inserts the Date i 
field, which always displays 
the current date. If at some I 

time in the future you open 
the same document, it will 
display the new date, not the i 
date on which you created it 

But sometimes that’s not j 
what you want. For example, 1 
if the document is a letter, 
you may want to be able to 
open it some time in the 
future and tell, by looking at 
the date, when you wrote it 
(and probably sent it), not 
the current date. 

You can achieve that by 
using the CreateDate field. 
CreateDate is the date when 
the document was first saved 
with its current name. 

In this tutorial, we’ll 
create a template that in¬ 
cludes the CreateDate field. 

Bp: These steps work for Word 6 as well, 
ilthough there may be some minor variations 
ind the dialog boxes will look different. 

CREATING THE NEW 
TEMPLATE 

1 Create a new blank 
document. 

(If you want to create a 
template based on informa¬ 
tion that’s in an existing 
document, open the existing 
document. You’ll have to 
remember to use the Save As 
command to save it as a 
template.) 

2 To insert the date, from the 
Insert menu choose Field. 

3 In Categories, choose Date 
and Time. 

4 In Field Names, choose 



although you will only see the 
.dot document template 
extensions if you have Hide MS- 
DOS extensions turned off in 
your My Computer or Explorer 
View options. 


The dialog box should 
look like Figure 1. 

5 Choose Options. 


FIGURE 

You can now select a 
format 

6 Click on dMMMMyyyy so that 
the dialog box looks like this: 



Field Code*: CREATEDATE [\@ 'Date-Time Picture"] 

jcREATEDATE 
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FIGURE 2 

7 Choose Add to Field. 

8 Choose OK, then choose OK 

Now you need to save the 
template. 

9 From the File menu, choose 
Save (or Save As if you are using 
an existing document). 

10 Type a name for the template, 
for example Letter. 

11 In Save as type, choose 
Document Template. 

You’re switched to your 


folder. 

12 If you want to save it in one of 
the folders in the Templates 
folder (for example Letters and 
Faxes), select the folder by 
double-clicking on it 

The dialog box should now 
look similar to Figure 3, 


FIGURE 3 

13 Choose Save. 

TESTING THE 
TEMPLATE 

To test the template, you need 
to create a new document 
based on it To base a document 
on a template other than 
Normal, you use the File New 
command not the New button 
on the toolbar. 

1 From the File menu choose 
New. 

2 If necessary, click on the tab for 
the folder where the new 
template is located (e.g. Letters 
and Faxes). 

3 Select the Letter template, then 
choose OK 

A document is created with 
the creation date in it 

UPDATING THE 
TEMPLATE 

If you want to add to the letter 
template, for example to 
include your name and address 
and include a company logo, 
you need to open the template 
itself not create a new 
document based on it 
To do that, choose File 
Open, change ‘Files of type’ to 
Document Templates, find the 
folder where the template is 
saved, and then open the 
template. Make the changes, 
then save the template again. 
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Creating sheet 
templates in 
Excel 95 

In Excel 95, as well as creating 
templates for workbooks, you 


for new sheets that you 
regularly insert into a work¬ 
book. For example, a sheet 
template could contain cell 
formatting or information that 
will always stay the same. Try 
the following tutorial. 

Up: These steps work for Excel 5 as 
well, with some minor variations. 

1 Start up Excel and create a 
workbook. 

By default, Excel creates 
workbooks with 16 sheets. You 
can see how many sheets you 
have by checking the number 
of tabs at the bottom of the 
workbook window. 

You are going to delete all 
of the sheets except the first 
one (normally, Sheetl). 

2 To delete the extra sheets, click 
on the first one you want to 
delete (e.g. Sheet2), then hold 
down shift and click on the 
last one (e.g. Sheetl6). 

All the extra sheets will be 


want to appear in new sheets 
based on this template. 

(If you’re just experiment¬ 
ing, type Test Template in 
cell Al, then drag on the col¬ 
umn border between columns A 
and B to widen column A) 

When the template is ready, 
you need to save it 

6 From the File menu choose 
Save As. 

7 In the Save In box, select the 
Templates folder, which is 
either in the MSOffice or the 
Microsoft Excel folder. 

The MSOffice Templates 
folder looks similar to this, once 
you have selected it: 



3 Right-click on one of the 
sheets, then choose Delete 
from the pop-up menu. 

4 When you are asked to confirm 
the deletion of the selected 
sheets, choose OK 

Now your workbook 
should look like this: 



In Excel 5, choose the 
xlstart directory or your 
alternative startup directory. 

You now have to give the 
template a name, which you’ll 
see whenever you go to insert 
the template into a workbook. 

8 Delete what is in the ‘File name’ 
box and type a name for the 
template, for example 
Payments. 

9 Click on the arrow next to Save 
as Type, then choose Template. 
Choose Save. 

10 Tb close the template, from the 
File menu choose Close. 

To test the template: 

1 Create a new workbook. 

2 Right-click on any sheet, then 
choose Insert. 

You’ll see the Template 
dialog box, which includes your 


5 Enter any information that you 


3 Click on the Payments 
template, then choose OK 
A new sheet is inserted into 
the workbook. It contains all 
the data and formatting you 
included on the original sheet 
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